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“Provide timely and accurate travel pay

services to military and civilian members


traveling in defense of the

United States of America with 100%


warranty.”




� Within 5 Working Days Upon 
Completion of Trip 

� Traveler Checklist* 

� Reviewer Checklist* 

� Approving Official Checklist*


*See attachments 
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� Mail 

� Fax 
RightFax 
Archived 30 days 

� E-mail 
Attachment 
*tif File 

� https://dfas4dod.dfas.mil/centers/




TRAVEL VOUCHER - TRAVEL CARD CYCLE


TDY/use Bill Completed Voucher Supv DFAS BOA Voucher 
of CC from TDY Submitted review receipt bill Paid 
starts BOA due 

21 10 

7 4 6 

22 

12 

7 

29 days 

60 days 

1 Oct 21 Oct 31 Oct 6 Nov 10 Nov 16 Nov 21 Nov 28 Nov




� Control Teams 
Date Stamped, Reviewed, Sorted, Batched 

� Processing Teams 
TDY, Partials/Accruals, Advances Civilian PCS, 
Military PCS 

� Pre-Pay Auditors 

� Upload/Download Teams 

� Post Pay Auditors 



� No Claimant’s Signature or Date


� No Supervisory/Reviewer’s Signature


� No Orders Attached


� Duplicate Claim


� No Further Entitlements Payable




� Contact the Customer 
� Phone 
� E-mail 

� Correct Within 24 Hours 

� Partial Payment If Possible


� Supplemental Payment 



� Performance Measure Indicators

Accuracy and Timeliness


� 95% Accuracy 

� Processed Within 7 Business Days 

� Provide Customer Feedback on TAT




� Must Be Authorized In the Orders 

� Approving Official Signed Memorandum


� Complete Advance TDY Checklist* 

� Fax Advance TDY Checklist and Orders 
to Servicing Travel Office 

*see attachments 



� Receipt Notification and Payment 
Information Sent via E-mail to Customer 

� Army Knowledge On-Line 
� Smartdoc 

� Advice of Payment On-Line 
www.dfas.mil/emss/ 

� Payment Information Available On-Line 
https://portal.ssg.gunter.af.mil/tpq2/ 



� Toll Free Customer Service Number at

All TPS Sites


DFAS Columbus

DFAS Indianapolis

DFAS Lawton

DFAS Orlando

DFAS Rock Island

DFAS Rome

DFAS San Antonio

DFAS St. Louis

Defense Agency Travel Div


800-756-4571 
888-332-7366 
800-891-1292 
800-950-9784 
888-332-7742 
800-447-1150 
866-296-1166 
877-303-4337 
877-952-9392 



� E-mail Customer Service Inquiry 

� Web Sites At All TPS Sites 
Future - One Web Site For Entire 
Product Line 

https://dfas4dod.dfas.mil/centers/ 



1351-2 fillable adobe acrobat

http://web1.whs.osd.mil/ICDHOME/DD1000-.htm (all dod


forms)


City Pair (Airfare Rates) http://pub.fss.gsa.gov/citypairs


Per Diem rates: http://www.policyworks.gov


Travel Regulations: http://www.dtic.mil/perdiem


DTOD: http://dtod-mtmc.belvoir.army.mil


https://infoweb.dfas.mil/indianapolis/library/imp.htm

Policy Messages






� Traveler Checklist 

� Reviewer Checklist 

� Approving Official Checklist 

� Advance TDY Checklist 
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